
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

~ 

- FOR RECORDSMANA~EMENT USE 

90-00 y Applicatioh Number 

Date Received Date Completed 

cwv - 6 fEB 2 8 1990 
- .. 

The Licensing Section is responsible for processing applications submitted for issuance, 
'eissuance, activation, inactivation, surrender, and transfer of licenses. 

. Dates of Series 
arliest Latest 

1987 I "to date" 

~ 

1. Record Series Description This file contains the following documents (include form numbersand rirles, if any): 
Attach samples of the f i le. 

locuments needed to complete application. 
ilong with correction letter citing deficiency: 

Documents relating to: Lack of information, incorrect items, and lack of supporting 
All original documents returned to applicant 

Includedare: Correction Form Letter and envelope with Pos ark Date. # * 

Current Form-Letter (FACL 9/88) is keturned to applicant with entire 
Spplication indicating missing or incorrect documentation. 

. "  

> . 

5. Record4 Series Title (followed by title used in office; if different) 

, Applic'ation Correction Letters ~ ~~ ~ ~ ~~ 

/ >  

- 5  

. .  . 

'. 
File,if-arranged: Monthly in Alpha order. . .  

One to six months old 3 ; Seven to twelve months old 1 ; Thirteen'to twenty-four months old 1 - I  

twenty-five months and older 

Letter-size drawers 2 ; Legal-size drawers . -  ;Shelves ; Other (specify) 

~?. ,., , : .  , :  
I 

3~ 
., . J .' ' ., -; .. z 

~ . .  : B. Monthly-Reference Rate How often are records referred to which are: . 

0 

, .  

~~~ 

' 
I._._ ___ 
9. Annual Rate of Accumulation of Records 

1 ~~ 

.R--50--71:I Rev. 76 ( O W i  
. ~~. ~~ 

. .  



a. I s  this the official copy of the series? 

g E m  research value? 

documents be scheduled separatelv? 
J L w a t a c h  CODV 

I. Retention Requirements The following requires the series to  be kept: 

a. State Law 0 years. d. Audit period - 0 years. 
O y e a r s .  e. Administrative need 3 years. 

8 -years. f. Federal retention instructions 0 -years. 
b. Statute of limitation 
c. Federal law 

Attach copy or excert of laws or regulations. Explain administrative need. Rule 520-1-. 09(4) : Historically the 
monthly referral rate dictates files be kept for three ( 3 )  years. 
were returned to applicant due to being incomplete. 

Used to verify documents 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
a Calendar Year; Fiscal Year; 0 Other 

rnonthts) A yeark); then 

then, 

@Hold in the current files area 

0 Transfer to State Records Center; hold 
&Destroy. 
0 Transfer to State Archives fcr permanent retention. 
0 Other (Specify) 

=Transfer to local holding area; hold 1 . yearls); then 
year(s); then 

These instructions apply to  a l l  prior and future accumulations of the series. . 

Recommendations in para- 
graph 12 are approved. 
(If disapproved. attach letter 



STATE RECORDS COMMITTEE 
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1 

SIGNATURE SHEET 

Sheet 3 of 3 

Schedule # 9o-00 4 
DoteApproved P E B  2 8 1990; 

- 

APPROVED DATE 

Governor/Designee: 

Commissioner, 

State Auditor/Designee: 

Secretary OF Stute/Designee: 


